
How to Enter Data 

 

Here are the steps you can take to enter data into SCRIBE. You can find a link to the SCRIBE 

login here.  

1. Work with your Facilitator to have them create a service for you. 

2. Click on the service being provided under Quick Links & 3. Service. 

Or 

Click on the Service drop menu, Click View All Services, and click View Service for the 

service you wish to enter. 

3. Check the Service Details to make sure the information is correct. 

4. Click Participation. 

5. Click Add. 

6. Fill out the Date of Participation and Hours of Participation. Click the check box for the 

students who participated. Once complete, click Save and Close. 

2. Once you log into SCRIBE, you will be directed to the home page. Under Quick Links is 

Services. Click on the service you would like to add participants to. 

 

 

 

 

 

https://mhs.xcaliburscribe.com/SCRIBE/SCRIBEInfo.aspx


Once you click on the service you would like to add participants to, you will be brought to the 

Service Details page. Before clicking on the Participation tab, ensure that the School Year, 

Service Name, and Service Type Category are correct.  

 

 

 

 

 

 

 

 

 

 



Once you click on the Participation tab, click the Add button.  

 

 

 

 

 

 

 

 

 

 

 



Once you click the Add button, you will enter the Add Participation screen. Fill out the date of 

participation and hours of participation. When you finish the date of participation and hours of 

participation, scroll down to the bottom.  

 

 

 

 

 

 

 

 

 

 



Next to Students Per Page, you can click the drop down arrow and click All. Once you click All, 

you can click select. This will allow you to view all students. 

 

 

 

 

 

 

 

 

 

 



On the left side of the screen, there are boxes next to the student information. Click the box for 

each student who participated in the activity/event. Once you are completed, scroll down to the 

bottom and click on Save and Close.  

 

Tip: At the top of the student list, if you click on the top most box on the left, it will select all 

students for you. You are then able to individual unselect students if needed. 

 

 

 

 

 

 



After clicking Save and Exit, you will be brought back to the Service Details page. From here 

you can add more students into that service or click on the Home tab in the upper left hand 

corner to select a different service.  

 

 

Please let your facilitator know if you have any questions. GEAR UP Iowa facilitators would be 

more than happy to host a training at your school/district if you would like to train those who 

will be entering data into SCRIBE.  

GEAR UP Iowa will provide a SCRIBE Training during the spring annual conference if you are 

looking for a refresher or to train new SCRIBE users. 

 


